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Overview of Responsibilities: 


Obtain list of eligible students and current members from corresponding 


secretary 


Email to students notifying them of eligibility and kick-off meeting (Have 


Dean Clark or Dean Fund Email to initiates) 


Letter to parents congratulating their student’s achievement (mail merge 


with lists) 


Reminder email for kick-off meeting from officer in eligible student’s 
respective engineering department 

After kickoff meeting Email Nancy Fisher and give her a list of initiates 
continuing with initiation 

Email to current members at the beginning of the semester with event 
schedule 


Edit mailing list for eligible students to contain only those that showed at 


kick-off meeting or reached out with a conflict 


Make sure dues are paid and service projects are attended by those 


interested in membership 


Reminder emails to both eligible students and current members of events 
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@ Work with corresponding secretary to make sure proper reports are sent to 


nationals throughout the semester and certificates will arrive in time for the 
initiation ceremony 


Outline of Main Events: 


@ Kick-off meeting for eligible students 


@ KS Hill and Adopt-a-highway service projects 


@ Tau Beta Pi Social 


@ Initiation ceremony 


@ Elections 


Before you start: 


@ Make sure there is enough recruiting material (plan for around 200-250 
eligible students) 
o Tau Beta Pi letterhead for parent letters (online on OrgSync) 
m Speak with Dean Fund or Nancy Fisher at the front desk of the 
Office of Student Services in Fiedler Learning Commons to print 
o Envelopes for parent letters (purchase online on national website) 
m Speak with Nancy or Dean Fund to see if you can use envelopes 


from student services for free. 


m= You MUST put a sticky note with Tau Beta Pi’s mailing code (to 


make sure we are charged correctly) on the stack of envelopes 
before turning them in to university mailing. Nancy (student 
services) or Chassy (Dean’s office) will have the code. 
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o Tau Beta Pi recruitment brochure to be labeled for each student and 
left in their respective department office for pick-up (choose what you 
want and order for free on national website) 


@ Link for recruitment materials: 


https://tau-beta-pi.myshopify.com/collections/chapter-materials 


First Week: 
Organize your mailing list: 
@ You will get a list of eligible members (lists are separated by Junior, Senior, 


Grad student) 


@ This list is not your final mailing list: The grad list may have overlap with the 


other two and the current TBP members are still on the list 


@ | recommend merging all three list, splitting first, last and middle names into 
separate cells, and removing redundant names and current members. | will 
email you the list of current members. 

Second Week: 
Send out notification email and prepare parent letters: 


@ You will contact initiates in three ways: a letter to their parents, an 
notification email to them, and an invitation to pick up from their 
department’s office (have other students email them to pick these up) 

@ Use mail merge to accomplish a lot of this (email to students, letter to parent, 


mailing labels for parent letter, and labels for pamphlets). Once you have an 
excel file of all the initiates’ names, addresses, parents’ names, etc. 
completed, you can write a template email/letter/label and create fields that 
automatically make however many personalized ones you need to send. 
Google is your friend in learning to use this, but l'Il be around if you need 
more help. 


@ | will send you the draft of the email you send the students and the letter you 


send the parents. Wait until the first meeting to start sending/printing these 
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as you will need to update the time and location of the kick-off meeting. For 
the email to students, you may want to update the template to include the 
class requirements (EP2, calc, etc) as they may not be eligible to join 
@ Once those dates are set, use mail merge to create personalized emails to 
send the initiates and letters to send parents (again, l'II send you the 
templates). Talk to Dean Fund to print the letters and labels in his office. 
Third week: 
Send out parent letters and invitations: 
@ Bring the letters to an officer meeting to have them help you stuff/label/seal 
them. To mail, take the letters to the room behind the post office in Dykstra. 
(It looks like a warehouse, but if you are not sure, ask inside the post office 
and they can direct you) 
@ As soon as you can in the semester, print labels for the invitations that we 


hand out. Bring these to an officer meeting to get help assembling. Once this 
material is completed, find officers (preferably in each major) to take the 
material to each department and then send an email to the students in that 
major asking them to pick it up 

Kickoff meeting: 


@ Bring the stack of cards about interest, GPA, major, etc. These are on the 


membership coordinator shelf in the leadership room. 


@ Bring a sign in sheet for everyone 


@ If people cannot make the meeting, find an alternative time to meet with 


them and get the needed information (as a general policy for scheduling 
conflicts, alternative meetings during/before/after officer meetings are good). 
At the very least, make sure you email them the power point slides and get 
an interest card from them (the corresponding secretary will need these). 


@ After the meeting, send out an email with the schedule for the semester (if 


you are sure that it is set) and the power point slides 
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At this point, you can make the call on whether to keep emailing the whole 
list until the next event or to only email those who came to the kickoff 
meeting. | only emailed those who came to the meeting (or contacted me 
about a schedule conflict) 


Track initiation eligibility: 


Make a spreadsheet with the names of those who have shown interest. Use 
this to track who has come to what event and who is on track to complete 
membership requirements 

As of right now, this includes: kickoff meeting, personal meeting, signature 


book, dues, one service event. This may be subject to change. 


Dues and books: 


Misc. 


Give the receipt book to Nancy Fisher (should be in the leadership room 


cabinet) for membership dues paid to her. Make sure the initiates know to 
make the checks payable to Kansas State University, not Tau Beta Pi. 


After the deadline for books and dues, pick these up. Give dues to the 
treasurer and take books to the officer meeting. 

Keep the books in the leadership room as they will need to be returned at 
initiation. 

responsibilities: 

If anyone needs to contact initiates about an event, they will send it through 
you 

The corresponding secretary will need reports on initiates from you. They 


should ask you when they need these. 
Important reports are eligibility, election, and final action: 


https://www.tbp.org/off/reportsChecklist.cfm 
Remind the initiates about upcoming events. Also remind them of the dress 


code. 


You may have to help plan any of the events relevant to initiates. 
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@ At the end of the semester, let them know about elections. 


Throughout the semester/after semester: 
Try to update this list and add details as new things happen. 


